
Mastering the basics 
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Tips on how to send a file, make 

a payment and avoid common mistakes 

 

Harris County District Clerk Chris Daniel 



From the District Clerk 
Everybody has become frustrated while unsuccessfully trying 
to buy something online or while filling out an e-form. Some of 
you ς L ƘƻǇŜ ƛǘΩǎ ŀ ƳƛƴƻǊƛǘȅ - may have become similarly 
ŦǊǳǎǘǊŀǘŜŘ ǿƘƛƭŜ ǎǳōƳƛǘǘƛƴƎ ŀ ŦƛƭŜ Ǿƛŀ ǘƘŜ ǎǘŀǘŜΩǎ ƴŜǿ ǇƻǊǘŀƭΦ 

 

¢ƘŜǊŜΩǎ ƴƻǘƘƛƴƎ ǿƻǊǎŜ ƛƴ ǘƻŘŀȅΩǎ ƘƛƎƘ-tech saturated world 
than having your work not reach its target because of digital 
snafus. L ƪƴƻǿΦ LΩƳ ŀ ŎƻƴǎǳƳŜǊΣ ǘƻƻΦ 

 

I asked my staff to put together a Power Point presentation 
with the aim of providing a simple roadmap  for filing 
ŘƻŎǳƳŜƴǘǎ Ǿƛŀ ǘƘŜ ǎǘŀǘŜΩǎ ǎȅǎǘŜƳΦ 

 

Hope it helps! 

 
Sincerely, 
 

 
Harris County District Clerk 

 

 

 

 

 

Harris County District Clerk Chris Daniel 
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Introduction 
The state Supreme Court mandated that the civil and family courts in Harris County 
accept only e-filings from lawyers as of January 2014.  
 
The state contracted with Tyler Technologies to create and run the e-filing portal 
eFileTexas.gov, through which all lawyer-submitted files will arrive at district ŎƭŜǊƪǎΩ 
offices. 
 
All files sent to eFileTexas.gov must be sent via an electronic file service provider (EFSP).  
 
This Power Point presentation is intended to: 
Å Help filers send files correctly to eFileTexas.gov and the Harris County DCO 
Å Inform filers on how to set up a payment system  
Å Describe common filing mistakes and ways to avoid them 

 
¢ƘŜ 5ƛǎǘǊƛŎǘ /ƭŜǊƪΩǎ hŦŦƛŎŜ ŘƻŜǎ ƴƻǘ run eFileTexas.gov or the EFSPs. 
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http://www.efiletexas.gov/


Choosing an EFSP 

The state requires files to be sent to eFileTexas.gov via an EFSP. You can choose an EFSP 
from a list found at http://www.efiletexas.gov/service-providers.htm 
 
Information on the list  includes EFSPsΩ ǇǊƛŎŜǎ ŀƴŘ features. 
 
Choose an EFSP that fits your needs. Some offer training videos and webinars. 
 
This presentation will include graphics from ǘƘŜ ǎǘŀǘŜΩǎ 9C{t ǎƛǘŜ 
(https://efile.txcourts.gov/ ) as an example of an EFSP provider.  
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Registering with an EFSP 

After you choose an EFSP, you will need to designate an employee to serve  as your 
EFSP firm administrator. 
 
The firm administrator should register with the EFSP online. 
 
Each employee in the firm who can file via the EFSP must be signed up. The firm 
administrator can register employees or employees may register themselves. When 
registering, lawyers must include their bar numbers. Be accurate.  
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Registering with an EFSP 

 
An EFSP will email passwords to each filer. 
 
The firm administrator must: 
Å set up a payment method with the EFSP and supply credit card information 
Å set up a waiver account so the firm may select the fee waiver box when it is applicable  
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Searching for a case where a filing needs to go 

You may search by: 
Å Case number 
Å Party name (except for confidential cases) 
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Searching for a case where a filing needs to go 
 You also need to say that you are searching Harris District Clerk in the location field. 
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Searching for a case where a filing needs to go 

When filing into an existing case at the Harris County DCO, first find that case on the EFSP site 
by doing a case number or party name search. 
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After you have found the case, you will see a folder icon. Click on the icon to file into the 
case. 



¢ƘŜ IŀǊǊƛǎ /ƻǳƴǘȅ 5/hΩǎ ŎƛǾƛƭ ŀƴŘ ŦŀƳƛƭȅ ŎƻǳǊǘǎ ǎǘƻǊŜ ƻƴƭȅ Ŝ-case files (except for sealed 
files, which continue to be paper files). 
 
¢ƘŜ 5/hΩǎ ǎȅǎǘŜƳ ƛǎ ŘŜǎƛƎƴŜŘ ǘƻ ŀƭƭƻǿ Ŝ-filings to be submitted from the EFSP via 
eFileTexas.gov into your specific e-case file at the DCO. 

Searching for a case where a filing needs to go 
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           Starting a filing for a new case 
On the EFSP site, you will see an icon or 
link for a New Case. Click it. 
 
1. Select Harris District Clerk as your 
filing destination. 
2. Pick the type of court/category, such 
as civil - contract. 
3. Select the type of case, such as debt/ 
contract ς debt/contract.  
пΦ {ŜƭŜŎǘ ǘƘŜ ŀǘǘƻǊƴŜȅΩǎ ƴŀƳŜ ǿƘƻǎŜ 
filing is being submitted. 
5. Under filer type, your choices will be: 
Å Attorney 
Å Government filer 
Å Non-party filer 
Å Pro-se 
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For instance, if you are a court reporter submitting a file to a case, you are a non-party filer. 
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Starting a new filing 

Under the payment category, select credit card or waiver when the latter is applicable. 
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Starting a new filing 

Make sure that you follow the filing standards mandated by the state Judicial Committee  
on Information Technology when you submit e-files. Those standards can be found here: 
http:// www.txcourts.gov/media/1075803/technology-standards.pdf 
 
Lawyers may be confused because each county can have different case types and categories 
from which to choose. 
 
In October 2014, the state Supreme Court signed an order that standardizes the types of 
cases that will be listed for e-ŦƛƭƛƴƎǎΦ ¢ƘŜ IŀǊǊƛǎ /ƻǳƴǘȅ 5ƛǎǘǊƛŎǘ /ƭŜǊƪΩǎ hŦŦƛŎŜ now offers only 
the standard state selection of case types and categories. 
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Entering parties 
For a new case, you need to enter the parties. Be sure to select the lead attorney from your 
firm administration set-up listing. 
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/ƭƛŎƪ ƻƴ άŀŘŘ ǇŀǊǘƛŜǎέ 
to add parties. 
 
For an existing case 
filed with Harris 
County DCO, the party 
boxes should appear 
filled when the case 
comes up. 
 

Entering parties 
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Entering parties 

In a class action lawsuit that has hundreds of parties, only the first 200 parties of an 
existing case will be shown. 
 
You do not have to add the other parties to our system unless they are new parties. 
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Entering filing details 
¦ƴŘŜǊ {ŜƭŜŎǘ CƛƭƛƴƎ /ƻŘŜΣ ȅƻǳ ǎŀȅ ǿƘŀǘ ǘȅǇŜ ƻŦ ŦƛƭŜ ȅƻǳ ŀǊŜ ŦƛƭƛƴƎΦ 9ȄŀƳǇƭŜǎ ƛƴŎƭǳŘŜ άtŜǘƛǘƛƻƴέ 
for a new case filing or an answer, a motion, etc., for a subsequent filing action. Please refer 
to the most updated state JCIT standards for these choices.  
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Entering filing details 

Under  
Filing Description 
and Reference 
Number, you can 
enter information 
that helps you 
remember 
something  
about the filing. 
The Harris County 
DCO does not look 
at these boxes. 
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Entering filing details 
In the graphic below, you see two options on the right: Efile or Service.  
If  the Efile box is checked, the filing comes to the Harris County DCO.  
If the service box is checked, the DCO never receives the filing. The filing is sent only to the 
person or firm whose name and address you provide. 
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Entering filing details 

LŦ ƻǇǇƻǎƛƴƎ ŎƻǳƴǎŜƭ ŘƻŜǎƴΩǘ ǊŜŎŜƛǾŜ ǘƘŜ ŦƛƭƛƴƎΣ ȅƻǳ ƴŜŜŘ ǘƻ ŎƻƴǘŀŎǘ ȅƻǳǊ 9C{tΦ ¢ƘŜ 
DCO has nothing to do with e-deliveries of service. 
 
The filer must designate which parties and counsel will be served. Please do not 
ŀŘŘ ǘƘŜ 5ƛǎǘǊƛŎǘ /ƭŜǊƪΩǎ hŦŦƛŎŜ ŀǎ ŀ ǇŀǊǘȅ ǘƻ ōŜ ǎŜǊǾŜŘ. The DCO receives a filing 
only if EFile box is checked. 
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{ƻƳŜ ŦƛƭŜǊǎ ƘŀǾŜ ōŜŜƴ ŎƻƴŦǳǎŜŘ ōȅ ǘƘŜ ǇƘǊŀǎŜ άƻǇǘƛƻƴŀƭ ǎŜǊǾƛŎŜǎΦέ ŜCƛƭŜ¢ŜȄŀǎΦƎƻǾ ǿƛƭƭ ōŜƎƛƴ 
ǳǎƛƴƎ ŀ ƴŜǿ ǇƘǊŀǎŜΥ άŀŘŘƛǘƛƻƴŀƭ ǎŜǊǾƛŎŜǎΦέ !ŘŘƛǘƛƻƴŀƭ ǎŜǊǾƛŎŜǎ ǾŀǊƛŜŘ ŦǊƻƳ Ŏƻǳƴǘȅ ǘƻ ŎƻǳƴǘȅΦ 
!ŘŘŜŘ ǘƻƎŜǘƘŜǊΣ ǘƘŜǊŜ ǿŜǊŜ пΣрлл ŀŘŘƛǘƛƻƴŀƭ ǎŜǊǾƛŎŜǎ ƻŦŦŜǊŜŘ ƛƴ ŎƭŜǊƪǎΩ ƻŦŦƛŎŜǎ ǎǘŀǘŜǿƛŘŜΦ 
  
The vast number of additional services has created confusion. To avoid this confusion,  the 
state standardized the services, implementing them statewide. They now can be found in 
ǎǘŀǘŜ WǳŘƛŎƛŀƭ /ƻƳƳƛǘǘŜŜ ƻƴ LƴŦƻǊƳŀǘƛƻƴ ¢ŜŎƘƴƻƭƻƎȅΩǎ ǘŜŎƘƴƻƭƻƎȅ ǎǘŀƴŘŀǊŘǎΦ  Please refer 
to the most updated JCIT standards for a current listing of standardized services.  
 
 

Entering filing details 
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Entering filing details 
The additional/optional services category is important. You need to choose the additions 
that pertain to your filing because they will determine its cost. Examples of additional 
services include a demand for a jury trial, a notice to an employer and a citation.  
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Entering filing details 
bŜȄǘΣ ȅƻǳ ƴŜŜŘ ǘƻ ǇǊƻǾƛŘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ȅƻǳǊ  ά[ŜŀŘ 5ƻŎǳƳŜƴǘΦέ In the 
5ŜǎŎǊƛǇǘƛƻƴ ŦƛŜƭŘΣ ǿǊƛǘŜ ǘƘŜ ŜȄŀŎǘ ǘƛǘƭŜ ȅƻǳ ƘŀǾŜ ƎƛǾŜƴ ǘƘŜ ŦƛƭƛƴƎΣ ǎǳŎƘ ŀǎ άhǊƛƎƛƴŀƭ 
tŜǘƛǘƛƻƴ ƻŦ WƻƘƴ 5ƻŜΦέ 5ƻ not use the same title that you have given the PDF. 
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The state EFSP site automatically copies the title of the PDF filing. The DCO was 
unsuccessful in persuading the state EFSP to stop copying the PDF title into the 
Description field. So if you use the state EFSP, the PDF title of your filing will 
automatically be copied into the Description box. 
 
Delete that PDF title, and put in your exact document title (from the first page of your 
document). 
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